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1 Introduction

The goal of the ETRACS application is to provide a single application for both internal and external users
to request work from the Environmental Analysis Unit. This will facilitate communications, save time,
and save cost.

ETRACS will track work to completion. Communications and information-sharing between the groups
will be facilitated by auto-generated notifications and reports.

User roles will be implemented to provide robust user access and streamline the workflow.

New interfaces between the ETRACS application and STaRS will provide automatic data population for
standard EIR requests and allow milestone completion updates from the application back to STaRS.
Data-sharing among ETRACS, STaRS, BSIP and other relevant systems provides access to the most
relevant and up-to-date information.

The use of a mobile platform will provide access to data and allow real-time data entry and reporting
during field studies and meetings for engineers/consultants in the field.

2 Before You Begin

The material in this section is intended to provide a brief overview of the basic ETRACS functionality, as
well as provide some useful tips to help you navigate through the application. The functions that you will
use in ETRACS will be covered in later sections. For now, just get accustomed to the “look and feel” of
the application so that you will be comfortable using it.

If you are new to ETRACS, you must be properly setup in the system. Contact ETRACShelp@ncdot.gov
and tell them how you expect to be using ETRACS (making requests, doing environmental work, etc.).

Make sure your SharePoint project site has been setup for sharing documents. If there is no project site
for your project, the DOT project manager must ask for it to be created.

See also Before You Begin on NC DOT Connect. That document will explain how to include your
documents in ETRACS and where to find your support resources.

There are four short tutorials recommended for new users, as well as refreshers for anyone. They are:

#1 Navigation Tutorial, intended for all new ETRACS users

#2 Requestors’ Tutorial, intended for people who are making environmental work requests
#3 Supervisors’ Tutorial, intended for people who assign the requests

#4 Specialists’ Tutorial, intended for everyone who is involved in working on the requests

They are well worth your time if you are new to ETRACS or need a refresher.
2.1 Understand User Roles

All user roles will be defined in the existing DOT WebRoles application, and system access will be
provided based on the user role. Following is a brief introduction to user roles.
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If you have any difficulty performing your work, ask your ETRACS Administrator
(ETRACShelp@ncdot.gov) to check your role and the groups you are assigned to. You are probably
experiencing an error in your role definition, not a system problem. You can (and will) have multiple
roles, based upon the work you do. Refer to the following table.

Role Functions

Creates requests
Manages work requested:
(DOT employee or - Responds to due date updates
embedded consultant) - Updates requests
For work done on their behalf by external consultants:
- Reviews requests
- Submits request
- Adds documents and files

Internal Requestor

Creates requests on behalf of an Internal Requestor
Manages work requested:
(Consultant) - Responds to due date updates
- Updates requests
Sends documents and files to Internal Requestor

External Requestor

Unit Head Receives memo notification of all requests

Manages requests for their groups:

- Reviews requests

- Assigns requests

- Updates requests

- Creates requests for external requestors
Reassigns requests when needed

Supervisors

Receives assigned requests
Manages work requested:
- Accepts requests
- Updates requests
- Completes work assigned
- Responds to due date updates

Specialist

Maintains users, responds to ETRACShelp notifications, transfers work
when a requestor leaves, maintains work request types (including
disabling and creating work request types), maintains the species table,
transfers requests between projects, maintains reference documentation
on the ConnectNC website, and other administrative and troubleshooting
tasks as needed

Administrator

All Updates project information
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2.2 On-Behalf-Of Users / External Requestors

1. If you are a Project Planning Engineer (PPE) Consultant external to DOT, you must have an

appropriate PPE who will receive and review your request. You will be in the External
Requestor role. The internal PPE will be listed in the On-Behalf-Of role.

Q Search / Filter / Sort ")

Request

[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)

TIP:N/A | Sub-TIP:N/A | WBS: 17BP.6.R.77

Request Completed

Completed
~

[@ Close List

TIP:U-5766 | Sub-TIP:U-5766 | WBS: 50179.1.1

[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

Request Actions w

[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

TIPNA | SUb-TIP'N/A | WBS: 17BP.6 R 77 Overview | | Request Details | Milestones | Internal Details
©On Behalf OF: Submitted to:
[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj) Tracy A Walter Matt T Wilkerson
Philip S H
TIP:U-5766 | SUb-TIP:U-5766 | WBS: 50179.1.1 ip = hams
e Original Due Date: Assigned to:
12/9/2016 Paul J Mohler

[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)
TIP:U-5766 | Sub-TIP:U-5766 | WBS: 50179.1.1

Revised Due Date:
Please allow a lead time of 6 Months

Reguester:
Aileen S Mayhew
PA Review Form

No NRHP-Eligible Archasological Sites Present Form

Proposed Revised Due Date:
3152017

Request

Completed Actual Completion Date:
21212017
[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

TIP-W-5522 | Sub-TIP-W-5522 | WBS® 50143 1 FD1 Deliverables

Request Completed

[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)

TIP:N/A | Sub-TIP:N/A | WBS: 3.206711 Documents

Request Completed Vicinity Map

2. Asyou complete your request and are ready to insert links to the documents:
a. Ifthe documents are in SharePoint, you can add the links yourself.
b. If the documents are not in SharePoint, the internal PPE must review the request and add
the required document links.

3. When you submit your request, the routing will depend upon whether the internal PPE (on-
behalf-of person) has decided to review the request before it’s finally submitted.
a. Ifthe internal PPE has elected to review your requests, it will go to In QC status
b. If the internal PPE has elected not to review your requests, it will go to Submitted status.
4. In either case, ETRACS will generate notifications and will include the on-behalf-of PPE.
For more information about on-behalf-of reviews, see Section 2.7, “User Preferences.”

2.3 Logon to ETRACS
To logon to ETRACS:

1. Open abrowser and navigate to ETRACS:
https://apps.ncdot.gov/PDEA/etracs/hes/Dashboard/Index
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The NC DOT ETRACS logon page opens.

NCID Password

Need Help? | Forgot Password?

NOTE: If you see a logon screen with your name already shown as logged in, please log out, and then
log back in again. This is an indication of a system error.

2. Ifyou like, you may save ETRACS as a favorite in your browser for convenience.

3. Log on with your valid NCID credentials: provide your NCID and Password and click the Log In
button.

When you have logged in successfully, ETRACS will acknowledge you by username and you will see your
Dashboard. This view will show you all the work you’ve been assigned, as well as work that you have
requested, or work that you supervise. You will also have links to application Settings (covered below in
Section 2.7, “User Preferences”), a link to Help, and a Log Out button.

W Dushiaard B Hirw Fingue-t B Al

0 Search / Filler | Son B Closs

~ TIP:B-5125 | Sub-TIP:B-3125 | WBS: 4 1271.1. == arre
[HA] Cult Ras Sommg Sury & Elg (CE, EA & Man Gt Prog)

Public Hearing
TIFA-D009 | Sul-TIFA-D009 | WES. 325722

Roppoeril

Fublic Mesting m
TIF-A-0002 | Sub-TIFA-DO0S | WBS: 328723

= Intemal Details

Leal

TIF-A-DO09 | Sub-TIP-A-DDDD | WES: 325723

ingarnal Do Dot

Hislorc Anc hiies iune S

Foipaiil
1. Bocresning -
test?
K of Histonan M Surary
TIE- A-DO0 | ol TIE-A-D008 | WHS: X353 3
AR | ey ARLAIS i e e L BUW‘SM
Racue Effects Rpguatid
Air Quality Repart . Survey "
TIFA-DDOS | Sub-TIP-A-DOOD | WBS: 325723
Hamee of Hizioran Hiztorical Swrvey Done
Regarsl Burawy Form Complete

Air Quality Report Review Build Invemory Complats
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2.4 View Dashboard: Search / Filter / Sort
The Dashboard is your primary landing spot in ETRACS. Familiarizing yourself with the dashboard will
help you get up-to-speed quickly.

Depending upon your job function and the level of your activity, you could easily have 50-60 things in
your dashboard. Therefore, you need a way to search and filter the list.

1. Click the Search / Filter / Sort button.

# Dashboard B New Request & About & Reports

Q. Search / Filter / Sort

The menu appears.

# Dashboard B New Request & About & Reports

Close

Search --Select Search Term— - JOO
Show Only: ANC
My work MProjects ¥Requests [JSubtasks [ Projects Noi Let
Status: Clear All

Requested x -

Group: Request Type: es

Historic Architecture x - -

Project Type: Order by:

- Date Created - Asc X v
Region: Division:

- -
County:

Name:

2. Click the blue CLEAR ALL option to clear possibly-extraneous information that will interfere with
your search.

3. Pick your desired view. By default, the list contains only Requests and does not show either
Projects or Subtasks. Select the checkboxes for My Work, Projects and Requests (or whatever
you want).
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4. Select any other parameters you need to conform the dashboard to the view you want. By
default, ETRACS Orders by the Date that a request was created, with the oldest items appearing
on top. But you can focus on other things such as status, county, etc. Try out the filters until you
get the view you prefer. ETRACS will remember your view and use it the next time you log on.
Of course, you can re-filter anytime you like.

Screen Tip: when using the Name search, always type the name last name first. ETRACS will not

find first names in this search box.

5. Click the Go button to re-load the dashboard with the view you have created.

6. When you’ve filtered the list down to find the items you need, click on an item on the left-hand
side to load it in the detail view on the right-hand side of your screen.

#& Dashboard B New Request & About B Reports ¥ Settings. @ Help @ Log Out|

Q Search / Filter / Sort ( @ Close List

TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3
Description: US 74 FROM US 19B IN ANDREWS T/ US 120

TIP:A-0009 | Sub-TIP:A-0009 | WBS: 325723 Project Actions  w

Request

[HA] Adverse Effects Determination & MOA Overview  General Info  Milestones  Sta

Project Notes.
TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3

Requests Subtasks
Request Requested

Certificate of Appropriateness (COA)

T

IA] Adverse Effects Determination & MOA
TIP:A-0009 | Sub-TIP:A-0009 | WBS: 325723

Assigned
Request Requested [A] Adverse Effects Determination & MOA
-
[HA] Adverse Effects Determination & MOA
TIP-A-0009 | Sub-TIP-A-0009 | WBS: 32572.3 comprenensive Survey & Eligibility (215)
Reauest fequestd US Forest Service
Mitigation Reports & Documentation, Landscape Plans
TIP:A-0009 | Sub-TIP-A-0009 | WBS: 325723 Submerged Aquatic Vegetation study (SAV)
Assigned
Request Requested
PONAR Sampling
Certificate of Appropriateness (COA) m
TIP:A-0009 | Sub-TIP-A-0009 | WBS: 32572.3 Sand Sampling
Request Requested @
Cerlificate of Appropriateness (COA) v

e TN am Sk Amimlia ki P

2.5 Basic Navigation Tips
This section of this document will provide some basic navigation tips intended to quickly acquaint you
with the ETRACS “rules of the road.”

2.5.1 Screen Layout, Tabs & Action Menus
As shown in Section 2.4 “View Dashboard,” ETRACS generally flows from left-to-right.

There are a lot of different pieces of information to view and/or update for projects and requests, so
you will notice a pattern of tabs in the edit windows. You can navigate through each tab to update the
information in that tab. We suggest that you get into the habit of navigating through the tabs left-to-
right to ensure that you are seeing and/or updating all the information.
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2.5.1.1 Project Tabs

With a project highlighted on the left-hand side, you will see tabs containing basic project information
on the right-hand side.

NOTE: to see the project tabs, you must have Projects in your dashboard view. See Section 2.4 “View
Dashboard: Search / Filter / Sort.”

# Dashboard B New Request & About & Reports # Settings @ Help & Log Out
Q, Search / Filter / Sort @ Close List
proct ~ TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3
US 74 FROM US 19B IN ANDREWS TO US 129 Description: US 74 FROM US 19B IN ANDREWS TO US 129
TIP:A-0009 | Sub-TIP-A-0008 | WBS: 32572.3

Request Regquested

[HA] Adverse Effects Determination & MOA —%)verview General Info  Milestones | Staff  Project Notes&__/

TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3

Requests Subtasks
Request Requested

Certificate of Appropriateness (COA)

[HA] Adverse Effects Determination & MOA ~
TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3

Request Requested [A] Adverse Effects Determination & MOA

2.5.1.2 Project Actions

With a project highlighted on the left-hand side, click on the Project Actions dropdown menu to access
the various basic actions that you can take at the project level. The actions available to you are
dependent upon your role. These functions will be explained below. For now, just acquaint yourself
with highlighting the project and familiarizing yourself with the Project Actions menu. Note that there is
a Log (accessible from the dropdown menu) that shows information about what actions have taken
place on the project.

# Dashboard B New Request & About 8 Reports # Settings @ Help ® Log Out

Q, Search / Filter / Sort @ Close List

prolect ~ TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3

: US 74 FROM US 19B IN ANDREWS TO US 129

US 74 FROM US 19B IN ANDREWS TO US 129

TIP-A-0009 | Sub-TIP:A-0009 | WBS: 32572.3

Request
(# Update Project

[HA] Adverse Effects Determination & MOA
TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3

( =+ New Request Staff  Project Notes
+ New Subtask

Request Requested 9 View Map

& Log

v e TN & MG

Certificate of Appropriateness (COA)

TIP:A-0009 | Sub-TIP:A-0008 | WBS: 32572 3

Request Requested [A] Adverse Effects Determination & MOA
Requested
IHAT Advarea Effants Natarminatian £ MOA -
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2.5.1.3 Request Tabs

With a request highlighted on the left-hand side, you will see tabs containing request information on
the right-hand side.

& Dashboard B New Request & About 8 Reports ¥ Settings @ Help @ Log Ou|
Q Search / Filter / Sort @ Close List
froject ~ TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3
US 74 FROM US 19B IN ANDREWS TO US 129 [HA] Adverse Effects Determination & MOA
Requested

[TIP-A-00D09 | Sub-TIP:A-0009 | WBS: 325672 3

Request

[HA] Adverse Effects Determination & MOA

TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3 —-.___30verview Request Details Milestones Internal Details H
Subtasks

Certificate of Appropriateness (COA)

TIP:A-0009 | Sub-TIP-A-0009 | WBS: 32572.3

Request Requested

[HA] Adverse Effects Determination & MOA

This request has no subtasks associated with it.

TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3

2.5.1.4 Request Actions

With a request highlighted on the left-hand side, click on the Request Actions dropdown menu to access
the various actions that you can take for a request. The actions available to you are dependent upon
your role. These functions will be explained below; for now, just acquaint yourself with highlighting the
request and familiarizing yourself with the Request Actions menu. Note that there is a Log (accessible
from the dropdown menu) that shows information about what actions have taken place on the request.

# Dashboard B New Request & About & Reporis ¥ Settings @ Help @ Log Out
Q Search / Filter / Sort @ Close List
Pproject ~ TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3
US 74 FROM US 19B IN ANDREWS TO US 129 [HA] Adverse Effects Determination & MOA

TIP:A-0009 | Sub-TIP:A-0008 | WBS: 325723

Request Request Actions w

[HA] Adverse Effects Determination & MOA [#View/Update

TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572 3 &log Jetails lilestones Internal Details

T B Assign

+ New Subtask
Certificate of Appropriateness (COA)

View M
TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3 ¥ View Map

= View Project Info s associated vith i
Request
[l Delete Request

[HA] Adverse Effects Determination & MOA

TIP-A-0009 | Sub-TIP-A-0009 | WBS: 32572.3

Request Requested
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2.5.2 Buttons

There will be Save and Cancel buttons at the bottom of most screens.

e SAVE (SAVE ALL) will save your information and will not generate notifications

CANCEL (also X, depending upon context) will allow you to remove entered information in a text
box, back out of a function, or close a window or popup, depending on context.

Update Request x
D
Request Details Milestones Internal Details
Reql Internal Due Date
404 Internal Due Date
TIP,
wWB
HPO Details
Requ
Draft Report Received Date HPO Concurrence Received Date
404 Revised Draft Recieved Date Report Transmitted to HPO Date
TIE View all comments ~
w8
Requ
Agency Details
404
TIp Name of Agency Delivered To Date
Received From Date
w8
View all comments ~
Requ
En|
TIR Internal Notes
wWB
View all Internal Notes ~
Requ
40¢
TIP,
"
Requ
40¢
TIP. - .o

WRS Flement 33070 1 1
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e Many screens also have a Submit button, depending upon the function you are performing.
SUBMIT (SUBMIT ALL) will tell ETRACS to validate all the required information and will either:

a) Give you an error message and take you to the place where you need to correct your data
b) Give you a success message/icon and take you to the next step in the process.

Create Request TIP:R-2721 | Sub-TIP: R-2721 | WBS: 37673 3.GV2

eleehone or mere grovee -
B Save All #* Submit All <____.—--

To delete a group, click the "x" next to the group name (NOTE: To remove
a group, you must remove all the request types from that group if any are

selected).
Requests
Historic Architecture | Archaeology hd
Historic Architecture - [HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj) ~
Select your request types.
To delete a work request, click the "x" next to the work request type. 9 ViewonMap = Delete Bsave @ submit
Human Environment /
= - - Request Details Milestones Documents @
I:%\% Cult Res Scrning Surv & Elig (CE, EA & Min Crit %
B\] C)Iult Res PA Scrning & Surv (CE, EA & Min Crit x Due Date®
roj
mm/ddiyyyy

Please allow lead time of: 6 Months
Natural Environment

- Notes

Many screens also have an Add and/or Remove function, depending upon what you are performing. The
buttons allow you to add (+) or remove (-) an item on a screen/list.

Update Request

Request Details  Milestones Internal Details

Comments on Mitigation Documents C:/Some/Path =

Document Name

Add document path

&3 Add Additional Deliverables

Common Documents @

Non-required Common Document C:/Some/Path =

Document Name

Add document path

&3 Add Additional Documents

Documents @
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Screen Tips:

A. Throughout ETRACS, if you want more space to see more on the right-hand panel, you

select the Close List button.

# Dashboard

B NewRequest @ About

Q Search / Filter / Sort

Request

Section 7 Survey
TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3

& Reports

 Seiings

TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3

Section 7 Survey

Request

Section 7 Survey

TIP:U-4751 | Sub-TIP-U-4751 | WBS: 40191.1.2

Request

Section 7 Survey

TIP:B-5370 | Sub-TIP:B-5370 | WBS: 46085.1.1

Request

Section 7 Survey
TIP:R-3300 | Sub-TIP:R-3300 | WBS: 40237.1.1

Request

Section 7 Survey

TIP-A-0003 | Sub-TIP:A-0009 | WBS: 32572 4

Request

Section 7 Survey

TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3

Request

.
S

Overview | | Request Details | = Milestones  Internal Details
Survey Biological
Taxa & Species. + Assigned To & Result 3+ £ .
Complete Conelusion
Bat Indiana bat Resurvey 0510112017
Needed

Northern long-

Bat
# eared bat

. Littiewing

pearlymussel
Mussel  Cumberland bean
. Appalachian
Mussel  Tanrifieshel
Fish Spotfin chub

Carolina northem
Mammal

flying squirrel

Requested Biological

Bird Bald eagle

Assessment

B. To open the left panel back up again, simply select Open List.

B New Request & About

8 Reports

TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.3

Section 7 Survey

& Biological Conclusion B Note

& Notes &

readable content
of a page when
looking at its
Iayout. The point
ofusing Lorem
Ipsum s that it

© Help ® Log O

Overview | Request Details | | Milestones | | Internal Details
Taxa 4 Species 4 AssignedTo 4 Resut 4 Survey Complete
Bat Indiana bat Resurvey Needed 0510112017
Bat Gray bat
Bat Northern long-eared bat
Mussel Littlewing pearlymussel
Mussel Cumberland bean
Mussel ‘Appalachian elktoe
Mussel Tan riffieshell
Fish Spotfin chub
Mammal Carolina nerther fiying squirel
Bird Bald eagle Biological Assessment Needed
Spider ‘Spruce-fir moss spider
Plant Rock gnome lichen
Plant Virginia spiraea No Further Action Needed 01/01/2015
Plant Small whoried pogonia
Plant Spreading avens
Reptie Bog turtie Resurvey Needed

readable content of a page
when looking at its layout. The
point of using Lorem Ipsum i

that it

No Effect - Habitat Present

May Affect - Meets Criteria for 4(d) Rule

Wil this one override it?

may
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2.6 Cautions about Browsers

As you use ETRACS to create and update requests, please be cautious about using the browser BACK
button. In some cases, this will corrupt the request or project that you are working on. Instead, get into
the habit of using the buttons, action menus, and other functions on the screen itself to navigate.

n https://appsq.ncdot.gov/PDEA/etracs/HES/Dashboard/Index®

Project Center [BJ ETRACS Prod [B] ETRACS QA [ Right of Way Manager

# Dashboard B New Request & About & Reports

2.7 User Preferences
You may setup your preferences for working in ETRACS.

1. Click 'Settings’ from the application top navigation bar.

+# Dashboard B New Request & About B Reporis # Setlings @ Help ® Log Out

Q Search / Filter / Sort @ Close List User Preferences

Request PEIE.. TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.1
NRTR NRTR
Completed

TIP:A-0009 | Sub-TIP:A-0009 | WBS: 325721

Assioned Request Actions _w-

Reauest
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The system will show you one or two options for you to customize, depending upon your role:

o Notifications (for all users)

e Consultant Request Review/Permissions (for requesters who have consultants working on their
behalf)

The notification defaults are shown here:

User Preferences

Notifications to be received:

New Request Updated Request Accepted Request
® vyes O No ® vyes O No ® ves O No
Completed Request Updated Project

® ves O No O Yes @ No

Consultant Request Review/Permission

® | do not need to review requests created on my behalf - these can be submitted without my knowledge

O 1 will review requests created by consultants on my behalf before | submit them.

2. To change Notifications, use the radio buttons to select which notifications you wish to
receive/not receive.

3. Ifyou are an Internal Requester, you can choose if you want to review your consultants’
requests before they are submitted.

3 Request Functions — For the Requestor
The first step in using ETRACS is to create a request. This is where the process starts.

3.1 Create Request —Step 1 Search and Retrieve Project Information (TIP or WBS
project)
If you are an internal or external requestor, or a supervisor, you can create requests.

1. click New Request from the top navigation bar.

Screen Tip: you can also create a new request from the Project Actions menu if you highlight a project
that has already been created.
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@ Dashbowd dow Request | @ Abot @ Repoms
Q Search / Filler / Sort

ropect ~ TIP:A-0009 | Sub-TIP:A-0009B&C | WBS: 32572.1.1.3

US 74 FROM US 198 IN ANDREWS TO US 129 Description: US 74 FROM US 168 IN ANDREWS TO US 129

TIPIA-G00% | Sun-TIP A-DO0SBC | WES. 32572113

Request

Comprehensive Survey & Site Evaluation Overview General info Méestones Stalt  Project Notes
A-0009 | Sub-TIP AQO0RBAC | WBS. 225721 1.3

Hequest Requests  Subtasks

Permit Review

T A.0009 | Sub-TIP ALOOSBAC | WBS 3257211 m v
Request v
Data Recovery m
T A.0009 | Subd-TIP A0S ] "
 Requesied
Progect

TIFA-0009 | Su-TIPA-0003 | WBS 325723

e ==u
[HA] Adverse Effects Determination & MOA

7 A-0009 | Sub-TIP ADO0S | WEBS: 32572 3

The screen appears for you to search and retrieve the project information:

# Dashboard B New Request & About & Reports # Settings @ Help @ Log Out

Create Request: Search and Retrieve Project Information

Select your project type: Project Description:
® TIP Project
. = Continue
O W8S Project

O Other Project @
Enter TIP/Sub-TIP #

Enter TIP/Sub-TIP #

Now you start by identifying the project that you’re going to create requests for.
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2. Select either the:
a. TIP Project radio button, or
b. WABS Project radio button, or
c. Ifyour project is neither a TIP project, nor a project with a distinct/separate WBS, please
skip to Section 3.2, “Create Request — for “Other Project” Types,” below. Refer to that
section for complete information about the “Other” project type.

A Dashboard D New Request 8 Moot & Rogorts

freate Request: Search and Retrieve Project Information

Select your project type: Project Description:

© Venty

3. Depending upon your choice in the last step, enter either the:
e  Sub-TIP number or
e WBS number.

NOTE: You should always know whether your project is TIP or WBS. You should also always be working
with a TIP#/WBS# that you know exists as an active project with a funding-level WBS in SAP\STaRS.

WARNING: If you erroneously select the WBS option for a project that exists under a TIP number,
ETRACS will attempt to find the project, but may not find the correct one. If this happens, you can check
for your project when you proceed to Section 3.3.1.1, “General Info Tab.”

# Dashboard B New Request & About & Reporis ¥ Settings @ Help ® Log Out

Create Request: Search and Retrieve Project Information

Select your project type: Project Description:
@ TIP Project _
= Continue
O WBS Project
O Other Project @
Enter TIP/Sub-TIP #

R-2721| X
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ETRACS will take a few seconds to load data from STaRS and will display the Project Description. Check
to be sure you have the correct project loaded.

4. Click the Verify button.

# Dashboard B New Request & About & Reports # Settings @ Help ® Log Out

Create Request: Search and Retrieve Project Information

Select your project type: Project Description:
® TIP Project SOUTHERN WAKE FREEWAY FROM NC 55 SOUTH TO US 401 SOUTH
O WBS Project < Continue
O Other Project @

Enter TIP/Sub-TIP #
R-2721

NOTE: SAP filters out all project/WBS numbers that have been completed and closed. Therefore, you
will not see them in your search. Contact your project manager if you believe that this will be a problem
for your creating a request.

The blue Continue button will now be active.

5. Click the Continue button.

The system will now display all the Project Information from STaRs on the four tabs. Skip to Section 3.3,
“Check and Update Project Information on all the project tabs,” below.

User Tip: ETRACS considers the PROJECT to be the level of information that exists in STaRS with the
unique combination of TIP, Sub-TIP, and WBS.

3.2 Create Request —for “Other Project” Types

A third “Other Project” type is used for: a) projects that share a WBS or b) projects without a TIP or WBS
number. Examples of projects that are organized under a single WBS are bridge projects, preliminary
engineering projects, Division maintenance, spot safety, bridge, rail. Examples of projects that do not
have a TIP or WBS are commerce or municipal projects.

User Tip: If you create an “Other” type project, there will be no STaRS information. You must populate
all the data yourself.

3.2.1 Creating the project

This project type is created the same way from the dashboard.

1. click New Request from the application top navigation bar.

The screen appears for you to search and retrieve the project information.
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2. Select Other Project.

# Dashboard B New Request & About & Reporis &% Seitings @ Help @ Log Out

Create Request: Search and Retrieve Project Information

Select your project type: Project Description:
O TIP Project
. = Continue
O WBS Project
® Other Project @
Enter Shared WBS/Descriptor

Enter Shared WBS/Descriptor

User Tip: there is a tooltip to explain the project type(s) that require this new option. Look for the ?.

WARNING: Be very careful to use this option *only* in cases where your project requires it (because it
shares a WBS or doesn’t have a TIP or WBS). This option *does not* get information from STaRS nor
send milestone completion dates back to STaRS. Do not use the option for “Other Project” when there is
a correct TIP/WBS to “drill down to” in STaRS.

3. Enter the shared WBS or some other descriptor.

#& Dashboard B New Request & About & Reports # Settings © Help ® Log Out

Create Request: Search and Retrieve Project Information

Select your project type: Project Description:
O TIP Project
. = Continue
O wBS Project

@® Other Project @
Enter Shared WBS/Descriptor

17BP.6.R.77| x
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4. Click Verify. The Continue button is enabled.

#& Dashboard B New Request & About & Reporis ¥ Settings

@ Help @ Log Ouil

Create Request: Search and Retrieve Project Information

Select your project type: Project Description:

O TIP Project -
ontinue

O WBS Project

® Other Project @

Enter Shared WBS/Descriptor
17BP.6.R.77

3.2.2 Completing Project Information
The Project Information tabs appear.

5. Note the project number at the top of the screen. It will contain the original shared WBS (or
descriptor), plus [ET] as an indicator that ETRACS is going to assign a special (nhon-SAP) project

number.

#& Dashboard B New Request & About 8 Reports #* Seitings.

@ Help

Project Information | TIP:N/A | Sub-TIP: NIA | WBS: 17BP 6 R T7[ET]

Please complete all required fields on the General Info tab.

General Info  Milesiones | Staff  Project Notes Q View on Map

TIP: N/A | Sub-TIP: N/A | WBS: 17BP 6.R.77

Project Description ™

Construction Let Date
mm/ddiyyyy

Requesting Unit*

Additional project/bridge description

Division(s) *

County(ies) *

Redion(s)*
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6. Enter the information that is required or needed. The *only* difference in this project type is
the Project Description field, which is open for you to name your project yourself. See Section
3.2.3.1, “Naming these projects” for more information.

7. When all the information is correct, press Create Request. The empty Create Request screen
will appear.

8. NOTE that ETRACS has now assigned a full and unique (non-SAP) project number to your project.
From this point, everything functions in the same way for creating, assigning, accepting, and
completing a request.

# Dashboard B New Request & About & Reports ¥ Settings @ Help @ Log Ou

Create Request | TIP:N/A| Sub-TIP: N/A| WBS: 178P 6.R 77[ET]438

B Save All #* Submit All

Requests

3.2.3 “Other Projects” on the Dashboard

The dashboard will include these projects, and their associated requests, in the same way as the other
projects. The only differences you may note are: naming the projects, filtering, and searching for these
projects. See the next sections for information.
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3.2.3.1 Naming these projects

Because these projects share a WBS, you should use the Project Description of the project to clearly tell

them apart. For example, in the screenshot below, four projects were opened under WBS 17BP.6.R.77.
Note how two of the names include the County name so that the other ETRACS users can easily see
which “Bridge 3 project” they need to look at. Consider this when you are naming your “Other” type
projects.

# Dashboard B New Request & About & Reports #* Seftings @ Help @ Log Oyl
Q Search [ Filter / Sort @ Close List
project TIP:N/A | Sub-TIP:N/A | WBS: 17BP.6.R.77[ET]438
New Other iject Description: New Other Project
TIP:N/A | Sub-TIP:N/A | WBS: 17BP.6 R 7T7[ET]438
Project
Bridge 3 Duplin County Overview  General Info | Milestones | Staff  Project Notes

TIP:N/A | Sub-TIP:N/A | WBS: 17BP.6.R.77[ET]439
Requests Subtasks
Project
Bridge 3 Onslow County
TIP:N/A | SUb-TIP:N/A | WBS: 17BP.6.R.7T7[ET]440

This project has no requests associated with it.

Project
Another bridge in Onslow
TIP:N/A | Sub-TIP:N/A | WBS: 17BP.6.R. 7T7[ET]441

3.2.3.2 Filter for these projects
From the Dashboard, if you want to filter for these projects, you will note that “Other” is one of the
Project Type filter options.

Close
Search. --Select Search Term-- v N
Show Only:
vy work [Projects  Requests  [ISubtasks [ Projects Not Let
Status: Clear All
-
Group: Request Type: je:
Project Type: Order by:
| - Date Created - Asc X v
s Division: .
Tip -
WBS
County:
-
Name:
-
QGo
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3.2.3.3 Search for these projects

If you want to view only the projects that have been created under a specific shared WBS, you can use
the Search option at the top of the Search/Filter/Sort menu by entering the “parent” WBS in the search
field. For example, to find all the projects under WBS 17BP.6.R.77, enter that WBS into the Search field
and select WBS as the search option.

Close
17BPER 7T wes ]
Show Only:
[ty work [Projects  [¥IRequesis  [ISubtasks [ | Projects Not Let
Status: Clear All
w
Group: Request Type:
w w
Project Type: Order by:
- Date Created - Asc. X -
Region: Division:
w w
County:
-
Name:

You will see all the projects created under that WBS.

# Dashboard B New Request & About & Reporis # Settings @ Help
Q Search / Filter / Sort @ Close List
Pproject TIP:N/A | Sub-TIP:N/A | WBS: 17BP.6.R.77[ET]438
New Other Project Description: New Other Project
TIP:N/A | Sub-TIP:N/A | WBS: 17BP.6.R.77[ET]438
Project
Bridge 3 Duplin County Overview  GeneralInfo  Milestones  Staff  Project Notes

TIP:N/A | Sub-TIP:N/A | WBS: 178P.6.R 77[ET]439
Requests Subtasks

Project
Bridge 3 Onslow County

TIPIN/A | Sub-TIP:N/A | WBS: 17BP.6.R.77[ET]440

This project has no requests associated with it.

Project
Another bridge in Onslow

TIP:N/A | Sub-TIP:N/A | WBS: 17BP.6.R.77[ET]441

ETRACS has now created your “Other Type” project. Continue with Section 3.3, “Check and Update
Project Information on all the project tabs,” below.
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3.3 Check and Update Project Information on all the project tabs
Project information can be created/updated while creating a request, as shown here. It may also be
updated by anyone associated with the project during its entire lifecycle.

3.3.1 Project Information Tabs

This section explains how to fill out and use the project information tabs. The data pulled from
STaRS/SAP will display on the tabs, and ETRACS allows you to update information before creating your
request. There is lots of information, so you will need to check all four tabs.

User Tip: Remember, if you have created an “Other” type project, there will be no STaRS information.
You must populate all the data yourself. See Section 3.2.2, “Completing Project Information” if you need
more information about “Other” type project.

NOTE: all fields marked with a red asterisk (*) are required. You will be prompted for the areas where
there is missing information that will prevent your creating your request.

The following tabs/functions are described below:
3.3.1.1 GENERAL INFO TAB

3.3.1.2 MILESTONES TAB

3.3.1.3 STAFF TAB

3.3.2 VIEW ON MAP

3.3.1.1 General Info Tab

1. Select the General Info tab. The General Info tab contains the most-current information from
STaRS, as well as all updates by anyone else who has been working on this project in ETRACS.
This is a long screen with lots of information, so use the scroll bar(s) to review and/or edit.
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Remember, if you have created an “Other” type project, there will be no STaRS
information. You must populate all the data yourself. See Section 3.2.2, “Completing Project
Information,” if you need more information.

e ______________________________________________________________________|
Project Information TIP:R-2721 | Sub-TIP: R-2721 | WBS: 37673.3.GV2

Please complete all required fields on the General Info tab.
General Info  Milestones  Staff ~ Project Notes @ View on Map

TIP: R-2721 | Sub-TIP: R-2721 | WBS: 37673.3.GV2

Project Description
SOUTHERN WAKE FREEWAY FROM NC 55 SOUTH TO US 401 SOUTH

Construction Let Date
mm/ddiyyyy

Requesting unit®

Additional project/bridge description

Division(s)®

5Hx -
County(ies)™

Wake x -

Region(s)* v

2. FIRST STEP: Check the TIP, Sub-TIP and WBS numbers at the top of the screen to ensure that
you are creating your request on the right project at the right level.

3. Provide updates as needed. Information can be added to any editable field.
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3.3.1.2 Milestones Tab
4. Select the Milestones tab.

Project Information | TIP:R-2721| Sub-TIP: R-2721 | WBS: 37673.2.GV2

Please complete all required fields on the General Info tab.

General Info Milestones  Staff  Project Notes 9 View on Map
Usage Number Source WBS Description Basic Date Actual Completion Date
M0227 I7ETIATALE Public Meeting (PM) 10M16/2013 10/16/2013
MD120 3I7673.1.TA16 Draft EIS Approved (DEIS) 117212015 11122015
MO0230 37673.1.TA16 Corridor Design Public Hearing (CDPH) 12/9/2015 12/9/2015
MD226 7673 1TA1E Post Hearing Meeting (PHM) 2/512016 2/512016
MD170 IETINTALE Alternative Selected (ALTSEL) 42002016 412972016
MD510 7673 1TA1E Traffic Forecast Completed (TFC) THBI2016

Updated Capacity Analysis Comp. .

MD518 JETINTALE (UCAP) 8152016
MD176 37673.1.TA16 CP4A Meeting (CP4AM) 9M9/2016
MD0g7 ITETIATALE ICE Land Use Assessment {LUSA) 10/31/2016
MD235 37673.1.TA16 Preliminary Design Submitial (PDS) 11/14/2016
MD108 ITETIATALE Section 7 Consultation (SECTT) 111472016

5. Check the information that has come from STaRS/SAP. You may not update. Check the
milestone list to ensure you are at the proper WBS level. For “Other” type projects, there is no
STaRS/SAP information.

3.3.1.3 Staff Tab

6. Select the Staff tab. The Staff tab also has information pulled directly from STaRS, but there are
some staff positions on this page that you can add and/or change.
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The ones that come from STaRS and that you cannot change in ETRACS look like this:

Project Information TIP:R-2721 | Sub-TIP: R-2721 | WBS: 37673 3 GV2

Please complete all required fields on the General Info tab.

General Info Milestones  Staff | Project Notes @ View on Map

Title

Architectural Historian
Division Engineer

Hydraulics Project Engineer
Hydraulics Project Engineer
Hydraulics Project Manager
Hydraulics Project Manager
MES ECAP Regional Manager
PDEA Planning Engineer
PDEA Project Engineer
Roadway Project Design Engr.

Roadway Project Engineer

Name

Mary P. Furr

Joseph Hopkins

Ray D. Lovinggood

CHARLES SMITH

Stephen Morgan

W. H. Elam Jr

Chris Rivenbark

Nora McCann

Brian F. Yamamoto

Jeffrey L. Teague

Tony Houser

The ones that you can add and/or change look like this:

Project Information | TIP:R-2721 | Sub-TIP: R 2721 | WBS: 37673 3 GV2

Please complete all required fields on the General Info tab.

General Info  Milestones Staff | Project Notes ¢ View on Map

Title

WZTC Project Design Engineer

WZTC Regional Engineer

Archaeologist
Architectural Historian
Community Planner
DWR

FHWA Engineer

Lead Federal Agency

Name

Helen SHYU

David W. Bisselte
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3.3.2 View on Map

7. After you are satisfied with the information on the tabs, you may click on the View on Map
function.

Enter address or

‘ Enter address or coordinates

© © ianapolis oy

o

xeoe

8. Add all the pins you want, then click the Save Map button.

NOTE: Project pins are red. Request pins are yellow.
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3.3.2.1 Basic Project Information Complete

When all required information has been entered — that is, all fields marked with a red asterisk * — and
you are satisfied with all the project information on all four tabs and the map:

9. Click the Create Request button.

# Dashboard B New Request & About & Reports # Settings @ Help

Project Information  TIP:R-2721 | Sub-TIP: R-2721 | WBS: 376733 GV2

General Info  Milestones = Staff  Project Notes 9 View on Map

Easement required

OYes ® No

Existing ROW Proposed ROW

USGS QUAD

Project length (Mi\esj* Number of structures to replace Structure data
780 N/A

Existing cross section™

test project cross section

Proposed cross section®

test project cross section

NOTE: The system has now saved your project information.

An empty Create Request screen appears.

TIP:R-2721 | Sub-TIP: R-2721 | WBS: 37673.3.GV2

& Save All #* Submit All

Create Request

Requests
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3.4 Create Request — Step 2 Create Your List of Requests
Starting on the empty Create Request screen:

1. Click the + Add Request Type button.

Create Request  TIP:R-2721 | Sub-TIP: R-2721 | WBS: 37673.3 GV2

+ Add Request Type B Save All * Submit All

Requests

The Request Selection panel appears on the left-hand side.

2. Inthe first dropdown on the left-hand selection panel, select as many groups as you need.

Create Request TIP:R-2721 Sub-TIP: R-2721 | WBS: 37673.3.GV2

Select one or more groups. @ Close Request T B Save Al  Submit All

To delete a group, click the "x" next to the group name (NOTE: To remove
a group, you must remove all the request types from that group if any are
selected).

Requests
Historic Architecture x || Archaeology x
Community Studies x || Public Involvement x hd

Biological Surveys x
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3. Onthe second and third dropdowns on the left-hand selection panel, select the appropriate
request type(s) from the group(s) that you selected.

Create Request  TIP:R-2721] Sub-TIP: R 2721 | WBS: 37673.3.6V2

Select one or more groups. & R ——
To delete a group, click the "x" next to the group name (NOTE: To remove

a group, you must remove all the request types from that group if any are

selected).
Requests
Historic Architecture | Archaeology
Community Studies | Public Involvement v Historic Architecture - [HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)

Biological Surveys

Archaeology - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)
Select your request types.

To delete a work request, click the "x" next to the work request type. Community Studies - Land Use Scenario Assessment (LUSA)

Human Environment
Public Involvement - Public Meeting

Hé\]] Cult Res Scrning Surv & Elig (CE, EA & Min Crit %
) Biological Surveys - Section 7 Survey
[@r]q():ult Res PA Scrning & Surv (CE, EA & Min Crit x

Land Use Scenario Assessment (LUSA) %
Public Meeting x

Natural Environment

Section 7 Survey % -

The request type(s) you selected will appear in the left-hand selection panel and also in a list in the
right-hand panel.

Screen Tip: if you change your mind about the group and/or section you have on the left-hand list, you
can click the clear symbol (x) at any time before you submit the request.

IMPORTANT NOTE: You may click “Save All” at any point so that you can leave and return later to finish
your requests. You should always save your requests as you are creating them! This will prevent
accidentally losing them if you experience a system timeout or any other issue.
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3.5 Create Request — Step 3 Create Request Details

1. On the right-hand panel, click on each request in the list as you as you are ready to work on it.

@ Close Request Types. Save All * Submit All

Requests

A Historic Architecture - [HA] Cult Res Scrning Surv & Elig (CE, EA & Min Cirit Proj) ~

9 View on Map = Delete Save 2 Submit

Request Details Milestones Documents @

Due Date®

mm/ddfyyyy

Flease allow lead time of. 6 Months

Notes

A Archaeology - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj) v h

For each request, the Request Details open with 3 tabs for you to enter information as explained in the
following sections:

3.5.1 REQUEST DETAILS TAB
3.5.2 MILESTONES TAB

3.5.3 DOCUMENTS TAB
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3.5.1 Request Details Tab

2. Click on the Request Details Tab. Note the requested suggestion for lead time for this request

Requests
Historic Architecture - [HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj) A
@ View on Map = Delete B save 2 Submit
Request Details Milestones Documents @
Due Date®
09/08/2017

Please allow lead time of: 6 Months

Notes

Please do this quickly because it's important |

3. Typeina Due Date or enter the due date using the calendar.

4. Add your Notes in the large text box.

3.5.2 Milestones Tab

5. Click on the Milestones Tab. The Milestones screen appears.

Archaeology - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj) ~
9 View on Map = Delete B Save ™ Submit
Request Details Milestones Documents @
Usage . Basic Actual Completion
Number Source WBS Description Date Date
Comprehensive Arch. Survey
MD112 3T673.1.TA16 (C_ARCHSVY) 206/2017

6. Check the information that has come from STaRS/SAP. You may not update. Check the
milestone list to ensure you are at the proper WBS level.
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3.5.3 Documents Tab

7. Click on the Documents Tab. The Documents screen appears.

Archaeology - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj) ~
? View on Map — Delete B save ® Submit
Request Details Milestones Documents @

o Need help finding a document path?
WLHI 2T 1. Navigate to your file in your
LINK TO VICINITY MAP IN SHAREPQINT SharePoint Site Document Library.
. Click on the ellipses (...) next to the

document and a popup will display
LINK TO USGS QUAD MAP IN SHAREPOINT the link

USGS Quad Map *

. Copy (Ctr-C) the URL and paste
(Ctrl-V) the link into the field.

Design Files

*If you must use Project Store (Y: Drive),

Study Area Map locate your file. Hold down the Shift key and
right-click on the file and select Copy as
Path. Paste the path into the field.

Document name (V]

3

This screen will have no pre-populated information and may be quite large.

Screen Tip: some documents are required and are marked with a red asterisk *.

User Tip: each request type has its own unique set of required and optional documents.

8. Paste in the link to your document.
a. Ifyour documents are in the SharePoint Document Library:
e Navigate to your file in your SharePoint Site Document Library.
e Click on the ellipses (...) next to the document and a popup will display the link.
e Copy (Ctrl-C) the URL and paste (Ctrl-V) the link into the field.
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b. If you must use Project Store documents:
e Make sure that your Y: drive is mapped to Project Store.
e Browse to the file using Windows Internet Explorer.
o Shift-Right-Click on the file. Select Copy as Path.
e Paste the path into the text box.

User Tips: Always use Windows Internet Explorer to capture and view the documents. Never use
servconn to find documents.

These instructions are also in Tool Tips on any screen that requires document links. Look for the ?

9. Save each request as you complete it. You will see a message Request saved successfully!
10.Close the completed request by clicking anywhere on the bar at the top of the request.

11.For each request, return to Section 3.5, “Create Request — Step 3 Create Request Details,” and
repeat the steps for each request.

When you have completed and saved all the requests for this project, your screen will show the
Request saved successfully! message for each request. There is also now a “save” icon in the
form of a floppy disk.

Close Request Types Save All r* Submit All

Requests

iL]

Historic Architecture - [HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj) v
Request saved successfully!

i)

Archaeology - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj) v
Request saved successfully!

[£  Community Studies - Land Use Scenario Assessment (LUSA) v
Request saved successfully!

=  Public Involvement - Public Meeting v
Request saved successfully!

iL]

Biological Surveys - Section 7 Survey v
Request saved successfully!
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Screen Tip: As you work through creating and adding all the information to your requests, note
that the TIP#, Sub-TIP# and WBS# are shown on the screen. This will prove helpful if you want
to check to be sure you recall which project you are working with.

User Tip: These instructions suggest saving each request so that ETRACS can help you by
verifying each request in turn and by saving your work as you go along. You can also save your
work using the Save All button at any time in the process of creating the request. However, you
will not be able to submit them (next step) until all the information and required documents are
included.

@ Close Request Types Save All * Submit All

Requests

= Historic Architecture - [HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj) v
Request saved successfully!

[ Archaeology - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Praj) v
Request saved successfully!

[£  Community Studies - Land Use Scenario Assessment (LUSA) v
Request saved successfully!

= Public Involvement - Public Meeting (v
Request saved successfully!

[£)  Biological Surveys - Section 7 Survey W
Request saved successfully!

When your requests have been successfully saved, they are in the ETRACS system and will show on your
dashboard as In Draft.
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3.6 Create Request — Step 4 Submit the Request

1. Click on the Submit All button. NOTE: if you are creating a single request, just use the Submit
button on the request screen.

Close Request Types Save All r* Submit All

Requests

i)

Histaric Architecture - [HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj) v
Request saved successfully!

[£  Archaeology - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj) v
Request saved successfully!

[Z  Community Studies - Land Use Scenario Assessment (LUSA) v
Request saved successfully!

= Public Involvement - Public Meeting v
Request saved successfully!

i)

Biological Surveys - Section 7 Survey v
Request saved successfully!

The Request now moves to Requested status. You will be taken to the Request Notification preview
screen.

3.6.1 Generate Notifications

2. Preview the notification:

a. Foryour convenience, a copy of this memo will be sent to your Outlook email. You may
forward the email, along with any extra documents you have attached, to anyone in
DOT's email system, as well as from your personal Outlook contact list.

b. (Optional) Include your own message along with the system-generated information.

c. (Optional) Attach links to any additional documents. NOTE: be aware that files linked in
this memo are not stored in ETRACS.

d. Scroll down to see that ETRACS has included the information about the projects, as well
as for all the requests you just created.
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Request Notification

Send request notifications

Your Request will be sent to the following people:

Alice Barnes, Olivia Farr, Lavanya Cm, Jamille Robbins, Etrac TesT, New TesTid, Michael Turchy, Erin Cheely, Bsg SuperviSor, Mike Sanderson, Tyler Stanton, Kathy Herring, Jared Gray,
Carla Dagnino, Marypope Furr, Tracy RobeRts, Hist SuperviSor, Matt Wilkerson, Arch SuperviSor, Harrison Marshall, Phil Hamris, Nes Sectionhead

For your convenience, you may forward the email, along with any extra document(s) you have attached, to anyone in DOT's email system, as well as

from your personal Qutlook contact list.

The subject line of the email address
TIP: R-2721 | Sub-TIP: R-2721 | WBS: 37673.3.GV2 : A request has been made in ETRACS for this project

You can also enter your own message which will be included in the notification.

Attach any additional documents you would like here.
Attached files are not stored in the ETRACS system.

petfeaten

Notification preview:

Sub-TIP: R-2721
WBS: 37673.3.GV2
County: Wake

Memeorandum To: Phil Harris Nes Sectionhead,Matt Wilkerson
From: Alice Barnes
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3. Ifyou see problems with any of the requests, press Cancel. You will be returned to the Create
Request screen. You can edit the request details or delete work request(s) if you need to. To

delete a request, use the X button located in the left panel. You will be prompted to be sure you

want to delete it.

Create Request  TIP:R-2721 Sub-TIP: R-2721 | WBS: 376733 GV2

2 group, you must remove all the reques! fypes from at group f any are
selecied)

Histone Aschdecture  Aschasology
Commundty Studies  Public Invoivement v Iy

Biologeal Susveys

a
Select your request types.
TO Oodote 3 work roguest, CiCk o X" nest 10 e Work regues! type A
Human Environment

i

a

mcm Res Scming Surv & Ebg (CE, EA & Min Cr»(g
x

ml)ﬁuu Res PA Scinng & Suey (CE, EA & Mn Cnit

Land Use Scenano Assessment (LUSA) x
Publc Meeting x

Natural Environment

Secton 7 Suvey x -

T 0 - .WWt mm
To celele @ group, chek the “x* reat 10 the group name (NGTE To remove

Requests

Histonc Archiectre - [HA] Cult Res Scriung Surv & Elg (CE. EA & Min Ceit Proy)

Aschaeciogy - [A] Cult Res PA Scrming & Suev (CE. EA & Min Crit Proy)

Community Studes - Land Use Scenano Assessment (LUSA)

Pubbc Involvement - Public Meeting

Baological Surveys - Section 7 Survey

Delete Work Request 7
Thes Wil Sehehl This WOk Neguesl Ade ypinl B

Raand i wanl 30 il ?

-:’ o i

= Hegicey Srbetortirn  Efloric A
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4. When you are satisfied with the information in the notification, click the Send Notification
button.

Request Notification

Send request notifications

Your Request will e 5201 10 The Falowing peope

Al Barmes, Civia Fam, Lavamya ©m. Jamille Robbins, Erac TesT. Mew TesTid, Michael Turchy. Enn Cheely, Bsg SupendSor, Mk Sanderson, Tyler SSanion, Kalhy Herring, Janed Gy
Cana Dagning, Marypope Furt, Traty RobeRis. Hsl SuperdBor, Iam Wilkerson, Asch SupeniSor, Famson Marshal, Phil Hams, Nes Sachonhead

For your convenlence, you may forward the emall, along with any extra document(s) you have attached, to anyene in DOTs emall system, as wall as
from your personal Outlook contact list.

-."-"-l.."ll'.': inG of the g aodress

TIP R-2T21 | Sub-TIP; R-2721 | WBS, 37673 3 GV | A requast has boen made in ETRACS for this propict

YOu CaN AlS0 SNdET YO QW MES5age which will be ingluded in the notification
é Atlach any addibonal doCuments. you would ke hera
i Adachad filgs ang nol stohed in the ETRACS syslem

Cancel

Hotification preview:

SubTIE: R2T21
WES. JTETI G2
County. Wake

Mamorandun To: Pril Farms Mes Secionnisd LT YWilkenon
Froem: Alice Bames

You will receive a brief message that your request has been submitted successfully. ETRACS sends the
request notification to the appropriate Outlook inboxes: you, the unit head, group supervisor(s), and any
additional people whom you selected.
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ETRACS returns to the Dashboard. On the

& About

# Dashboard B New Request & Reports

Q Search / Filter / Sort

Project

SOUTHERN WAKE FREEWAY FROM NC 55
SOUTH TO US 401 ...

TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Request

Land Use Scenario Assessment (LUSA)

TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Request Requested

[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

TIP:R-2721 | Sub-TIP'R-2721 | WBS: 37673.3.GV2

Request Requested

[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)
TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Request Requested
Section 7 Survey

TIP:R-2721| Sub-TIP:R-2721 | WBS: 37673.3.GV2

Request Requested

Public Meeting

TIP:R-2721 | Sub-TIP.R-2721 | WBS: 37673.3.GV2

Project

Dashboard, the requests will all have the status REQUESTED.

# Seftings

@ Help

@ Close List

TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2
Description: SOUTHERN WAKE FREEWAY FROM NC 55 SOUTH TO US 401 SOUTH

Pro Actions  w

General Info | Milestones = Staff  Project Notes

Overview

Requests Subtasks

Public Meeting

Section 7 Survey

[HA] Cult Res Scrming Surv & Elig (CE, EA & Min Crit Proj)
[A] Cult Res PA Scming & Surv (CE, EA & Min Crit Proj)

Land Use Scenario Assessment (LUSA)
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4 Assign Request — For the Supervisor

Now that the requests have been created and requested, the request status is REQUESTED, and the

supervisor can assign each one appropriately to a specialist to do the work. The supervisor receives an
email notification that the request(s) have been submitted.

1. Review all the information that has been created in the request by the requestor, as outlined in

the preceding process, Section 3, “Request Functions — For the Requestor.” The only tabs with
information at this point are Request Details and Milestones.

From the Dashboard, highlight the request on the left-hand panel, click on the Request Actions
button, and select Assign.

# Dashboard B New Request & About & Reports

© Settings © Help @ Log Out

Q Search / Filter / Sort @ Close List

roject TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

SOUTHERN WAKE FREEWAY FROM NC 55 [A) Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)
SOUTH TO US 401 ...

TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Request

Land Use Scenario Assessment (LUSA)

TIP.R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

L

Request

[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)
TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

S associated with it

Request

n

0
-
i

[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)

TID'R.2721 | QUATIDR.2721 | WRS' 17R72 2 32
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A blank Assign Request screen appears.

Assign Request - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

Assign To Internal Due Date

Select the person to assign this request to: Internal Due Date

Select >

Deliverables

OGIS files
[ICurated Artifacts
[Site Forms

CPA Review Form

Add Additional Deliverables

0 Add Additional Deliverables

Notes

Notes

rrAssen e

3. Select the person you wish to assign the request to.

User Note: you may also assign a request to yourself if you are in the appropriate user group.

4. Select the Internal Due Date either typing the date or using the calendar. You can use the
Internal Due Date to give everyone a buffer of time for internal review before the request due
date.

5. Select the deliverable(s) that must be completed by using the checkboxes. You may add
additional deliverable(s) by typing in the name of deliverable and selecting the Add Additional
Deliverables button.

If you are assigning requests where there are multiple people assigned (Section 7 and USFS),
you will not have the deliverable option on this screen. In those two request types, you must confer
with the specialists to ensure that they add their deliverables by using the View/Update option. This
step for the specialist is covered in this document in Section 6.2.2, “Updating Internal Details.”

6. Scroll down to use the large text box for internal notes that are going to the assignee.

Version 3.0 -45 -



Training Materials & User Documentation

7. When you are satisfied with the information, click the Assign Request button.

Assign Request - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

TIP: A-0D09 | Sub-TIP: A-0009 | WBS: 32572.3

Assign To Internal Due Date
Select the person to assign this request to: Internal Due Date
Petersen,Shane - 08/24/2017

Deliverables

VIGIS files
[ICurated Artifacts
¥Site Forms

[JPA Review Form

Add Additional Deliverables

NAME of additional deliverable to be completed

Add Additional Deliverables

Notes v

* Assign Request *® Cancel

You will receive a message that you have successfully assigned the request. The request is now
shown on the Dashboard as ASSIGNED.

# Dashboard B New Request 8 About 8 Reports & Log Out
Q Search / Filter / Sort @ Close List

Project TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2
SOUTHERN WAKE FREEWAY FROM NC 55 [A] Cult Res PA Scrming & Surv (CE, EA & Min Crit Proyj)
SOUTH TO US 401 . £
TIP:R-2721 | SUb-TIPR-2721 | WBS: 37673 3.GV2 Request Actons  w

e ==

Land Use Scenario Assessment (LUSA) Overview

TIP.R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Subtasks
= ==
[A] Cult Res PA Scrning & Surv (CE,EA &
TIP.R-2721 | Sub-TIP:R-2721 | WBS 37673.3.GV2

s =x

[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)

TIP:R-2721 | Sub-TIP'R-2721 | WBS: 37673.3.GV2

S =N

Section 7 Survey

This request has no sublasks associated with &
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5 Review Request — For the Specialist

Once the request is assigned, as in Section 4, “Assign Request,” the specialist who has been assigned will
see it in their dashboard with the status ASSIGNED. If you are assigned a request:

1. Highlight the request on the left-hand panel.

# Dashboard B New Request & About & Reports ¥ Settings @ Log Out

Q Search / Filter / Sort @ Close List

e PS5, TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2
Public Meeting [HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)
TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Request

Qverview Request Details Milestones Internal Details

Section 7 Survey

TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)

Subtasks

TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

This request has no subtasks associated with It

2. Review the request by selecting View/Update from the Request Actions dropdown menu.

# Dashboard B New Request & About 8 Reports © Help

Q Search / Filter / Sort
Request B0 . TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Public Meeting [HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)

TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2
Request

Section 7 Survey

TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Request
[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj) RN
TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3 GV2 *+ New Subtask

5 associated with it

W View Pr
[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

TIP:R-2721 | Sub-TIP.R-2721 | WBS: 37673 3.GV2 ok i
Request | Requested [
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3. At this point, the only tabs with information to review are the Request Details tab and
Milestones tab. Review the Request Details tab.

View/Update Request - [HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)

TIP: R-2721 | Sub-TIP: R-2721 | WBS: 37673 3 .GV
Request Details || Milestones  Intemal Details

~
Status
R
| assigned |
R
Request details
Requested by: Submitted to:
Alice Bames on 8292017 Alice Bames, Lavanya Cm, Marypope Furr, Tracy RobeRts, Hist SuperviSor, Etrac TesT,
R Mew TesTid
Proposed Revised Due Date:
| MYy Assigned to:
Alice Bames
original Due Date:™ Actual Completion Date:
R WEZT ) |
mmiddfyyyy
=
This information is basic to the request and will be useful for its entire lifecycle. The information
listed here includes all the people associated with the request, all the dates, the documents,
deliverables, and notes.
4. Review the Milestones tab.
View/Update Request - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj) x

TIP: R-2721 | Sub-TIP: R-2721 | WBS: 37673.3.GV2
Request Details Milestones Internal Details

Usage Number Source WBS Description Basic Date Actual Completion Date

M2 ITGTINTALG Cormnprehensive Arch. Survey (C_ARCHSVY) 2602017
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5. Review the Project Information.

# Dashboard B New Request 8 About & Reports

Q Search / Filter / Sort

Request PETTT,. TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2
Public Meeting [HA] Cult Res Scrning Surv & Elg (CE, EA & Min Crit Proj)
TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Request

Section 7 Survey

TIP:R-2721 | Sub-TIP.R-2721 | WBS: 37673.3.GV2 @Accept Jetails Miestones Internal [
[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj) BAssign

TIP:R-2721 | Sub-TIP.R-2721 | WBS: 376733, GV2

- ==

[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

TIP'R-2721 | Sub-TIP.R-2721 | WBS: 37673.3.GV2

- ==

S associated with it

@ Log Ou|
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5.1 Accept Request — For the Specialist

If you find everything in order:

1. Pull down the Request Actions menu and select Accept.

# Dashboard B New Request &8 About 8 Reports

Q Search / Filter / Sort

Reqvest ST, TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2
Public Meeting [HA] Cult Res Scrning Surv & Ehg (CE, EA & Min Crit Proj)
TIP.R-2721 | Sub-TIP.R-2721 | WBS. 37673.3.GV2

Request

Section 7 Survey

TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Request

[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)
TIP.R-2721 | Sub-TIP.R-2721 | WBS: 37673.3.GV2

+

s associated with it
Request

|

[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Request

<

The request will now show as IN PROGRESS until you complete the work. NOTE: for split requests, the
request goes to IN PROGRESS only after every species/survey type is assigned.

# Dashboard B New Request & About & Reports # Settings @ Help ® Log Out

Q Search / Filter / Sort @ Close List

Reauest PEEENN. TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2
Public Meeting [HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)
TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Section 7 Survey

TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2 Overview  Request Details | Milestones |  Internal Details

[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)

TIP:R-2721 | SUb-TIP:R-2721 | WBS: 37673.3.GV2

[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)
TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Subtasks

This request has no subtasks associated with it.

Continue to Section 6.2, “Update / Complete Request — For Specialists.”
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6 Maintaining Projects and/or Requests

6.1 Reassign the Request (for the supervisor)
At various times, a supervisor may want to change the assignment of this request.

1. With the request highlighted on the left-hand screen, choose ASSIGN.

# Dashboard B New Request & About S Reports

© Help ® Log Out
Q Search / Filter / Sort @ Close List
roject TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2
SOUTHERN WAKE FREEWAY FROM NC 55 [A) Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

SOUTH TO US 401 ...

TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Request

Land Use Scenario Assessment (LUSA)

TIP.R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Request

| [

[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

. S associated with it
TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2 W View

oject Info

€lele Request

Request

[

[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)

TID'R.2771 1 QUATID'R.2771 | WRR' 17R72 1 2\

2. Use the same process as in Section 4, “Assign Request.” You can reassign the request to
someone else.

Assign Request - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

TIP: R-2721 | Sub-TIP: R-2721 | WBS: 27673.3.GV2

Assign To Internal Due Date
Select the person to assign this request to: Internal Due Date
Petersen,Shane 8M11/2017

Deliverables

GIS files
Curated Artifacts
Site Forms

PA Review Form

Add Additional Deliverables

B Add Additional Deliverables

Notes
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The deliverable(s) that you already selected will be on the screen. If you need to add any deliverables,
use the Add Additional Deliverables function as many times as you need to add the name(s) of the
deliverable(s).

3. Click Assign Request.

Assign Request - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)
Assign To Internal Due Date

Select the person to assign this request to: Internal Due Date

Scott, Thomas W - 8M1/2017

Deliverables

GIS files
Curated Artifacts
Site Forms

PA Review Form

Add Additional Deliverables
New Form that Ward has to do

3 Add Additional Deliverables

Notes

Motes

Ward - please pick up this project from Shane & try to do as good a job as Shane always does|

Cssan R

6.2 Update / Complete Request — For Specialists and Supervisors

During the lifecycle of a request, while it is IN PROGRESS, there will be multiple times that the supervisor
and specialist will add detail, as well as producing and reviewing deliverables. A request may be in
ETRACS for a very long time. There will be multiple opportunities and requirements to update the
request. This section of the Users’ Guide shows fields for updating, but you will not do these all at the
same time, but rather at different times during the project. The following functions are explained
below:

® Adding Documents and Notes
® Updating Internal Details
® Completing a Request

® Updating Milestones
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6.2.1 Adding Documents and Notes

All requests have a common tab called Request Details. This tab contains all the basic data tracked for
every request, regardless of the group or request type. Some of this data will be tracked automatically
by ETRACS. Other data can be updated by specialists and supervisors.

User Tip: The choices available for editing are dependent upon your ROLE and your permissions.

1. Select the View/Update function from the Request Actions menu.

# Dashboard [ NewRequest @ About & Reports B Log Out

Q Search [ Filter / Sort @ Close List

Recues 0. TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Public Meeting [HA] Cult Res Scming Surv & Elig (CE, EA & Min Crit Proj)

TIPR-2721 | SUb-TIP:R-2721 | WBS: 37673.3.GV2
Request

Section 7 Survey

TIFR-2T21 | Sub-TIF:R-2721 | WBS: 3T6T3.3.GV2
Requist

[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)
TIPIR-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2
5 assoclated with it
Request
[A] Cult Res PA Scrming & Surv (CE, EA & Min Crit Proj)

TIFR-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

The View/Update Request screen appears.
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2. Scroll down to add Documents and/or Notes.

Documents @
Vicinity Map™
USGS Quad Map*
Design Files
Study Area Map
Document Name

Add document path

3 Add Additional Document

Notes

Add a note

Request Details ~ Milesiones Internal Details

View/Update Request - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

LINK TO VICINITY MAP IN SHAREPOINT

LINK TO USGS QUAD MAP IN SHAREPOINT

Add another link: new link to new design files

Add document path

TIP: R-2721 | Sub-TIP: R-2721 | WBS: 37673

Here is a new note that | need to add‘

3. Save your changes.
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6.2.2 Updating Internal Details

The Internal Details screen has been developed just for your groups to contain the things that you need.

Wherever there is an Internal Details tab, it will contain the information that needs to be tracked
uniquely for that request type.

4. Select the View/Update function from the Request Actions.

# Dashboard [ NewRequest @ About & Reports

Q Search / Filter / Sort @ Close List
Recuest [T TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2
Public Meeting [HA] Cult Res Scming Surv & Elig (CE, EA & Min Crit Proj)
TIPR-2721 | Sub-TIF:R-2721 | WBS: 37673.3.GVv2
Request
Section 7 Survey
TIFR-2721 | Sub-TIP:R-2721 | WBS: 3T6T3.3.6V2
Request

[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj)
TIPR-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

e ==

[A] Cult Res PA Scming & Surv (CE, EA & Min Crit Proj)

TIFR-2721 | Sub-TIP:R-2721 | WBS: 37T673.3.GV2

5 ESsOCiated with it

B Log Out
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5. Click on the Internal Details tab.
On the View/Update screen you may view and/or enter all the information for the request
(depending upon your role). These screens may be quite large, so use the scroll bars and the
possibly-multiple levels of expansion arrows to navigate.

View/Update Request - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)
Request Details = Milestones | Internal Details

Internal Due Date

Internal Due Date

811/2017

Archaeology ~

1. Sereening

~

Name of Archaeologist

Date
[J No survey

Date
[] survey Required

2. Survey

Name of Archaeclogist

el

TIP: R-2721 | Sub-TIP: R-2721 | WBS: 37673.3.GV2

®

6. Save your update(s).

6.2.3 Completing a Request

One of the most important status changes is when all the work on the request has been completed.

7. To complete the request, the specialist or supervisor can change the status from In Progress to
Completed.
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View/Update Request - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

TIP: R-2721 | Sub-TIP: R-2721 | WBS: 37672.3.d
Request Details Milestones Internal Details

Status

Completed -

Request details

Requested by: Submitted to:

Alice Bames on 6/29/2017 Alice Barnes, Lavanya Cm, Matt Wilkerson, Tracy RobeRts, Arch SuperviSor,

Etrac TesT, New TesTid
Proposed Revised Due Date:

. * Assigned to:
Original Due Date:

6/30/2017

Shane Petersen

* Actual Completion Date:
On Behalf of:

712812017

Revised Due Date:

Please allow a lead time of & Months

8. Enter the Actual Completion Date, which can be today, any date in the past, or a date in the future.
You can select the date by either typing it into the field or using the calendar.
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9. Scroll down to add deliverable paths when the deliverables have been completed. The deliverables
listed are the ones that have been requested. You can also add additional deliverables.

Deliverables @
GIS files
Curated Artifacts
Site Forms
PA Review Form
New Form that Ward has to do

Here is the path to the new deliverable

Add Additional Deliverables

Documents @
Vicinity I';Iap*

USGS Quad Map™®

Request Details =~ Milesiones Internal Details

View/Update Request - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

Here is my deliverable #1

Here is my deliverable #2

Here is my deliverable #3

Here is my deliverable #4

LINK TO VICINITY MAP IN SHAREPQINT

LINK TO USGS QUAD MAPR IN SHAREPOINT

TIP: R-2721 | Sub-TIP: R-2721 | WBS: 37673.3

10.Save your update(s).

6.2.4 Updating Milestones

Some requests will, upon completion, signal that a STaRS milestone has been completed for the project.

Warning: Updating milestones is a unique function in ETRACS, so it’s best not to update milestones
while you are updating other items. To update a milestone, start at the Dashboard and follow the

directions as shown in this section.

User Tip: The choices available to you for updating a milestone are dependent upon your role, your
permissions, and your assignment on this request. On requests where you are the requestor,
supervisor, or specialist you can use ETRACS to mark a milestone as complete and record the date of

completion.

User Tip: ETRACS pulls a great deal of information out of STaRS (as shown in Section 3.1, “Create
Request — Step 1 Search and Retrieve Project Information”). When you update a milestone in
ETRACS, that date goes back into STaRS and shows the milestone complete on the date that you
entered. Milestone completion is the only thing that ETRACS sends back into STaRS to be updated.

User Tip: To update a milestone on a project in ETRACS, the milestone must be setup in STaRS at the

correct WBS level.
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1. Select Request Actions dropdown -> View/Update.

Q Search [ Filter / Sort @ Close List

Recues 0. TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

Public Meeting [HA] Cult Res Scming Surv & Elig (CE, EA & Min Crit Proj)
TIPR-2721 | SUb-TIP:R-2721 | WBS: 37673.3.GV2
Request

Section 7 Survey

TIPR-2721 | Sub-TIP:R-2721 | WBS: 3T6T3.3.GV2

[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj) + New Sublask
TIP:R-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2 !

e == -
[A] Cult Res PA Scrming & Surv (CE, EA & Min Crit Proj) N

TIFR-2721 | Sub-TIP:R-2721 | WBS: 37673.3.GV2

5 associated with it

2. Click on the Milestones tab. All the milestones eligible for update are listed.

View/Update Request - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

Request Details = | Milestones | | Internal Details
Usage Number Source WBS Description Basic Date Actual Completion Date

MO112 37673.1.TA16 Comprehensive Arch. Survey (C_ARCHSWY) 20612017

*®

TIP: R-2721 | Sub-TIP: R-2721 | WBS: 37673.3.GV2
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3. Click on the blue Update button to select the actual completion date for the milestone. You can
type the date into the field or use the calendar. The data can be today’s date, a date in the past,

or a date in the future.

View/Update Request - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

Request Details Milestones Internal Details

Usage Number Source WBS Description Basic Date

M0112 37673 1.TA16 Comprehensive Arch. Survey (C_ARCHSVY) 2162017
Update Milestone ®
Enter the actual completion date for this
milestone

|
(4] July 2017 [}

Su Mo Tu We Th Fr Sa

16 17 18 19 20 21 22
23 24 25 26 27 28 29

x

TIP: R-2721 | Sub-TIP: R-2721 | WBS: 37673.3.GV2

Actual Completion Date

4. Check the date and click on the blue OK button.

View/Update Request - [A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

Request Details =~ Milestones Internal Details
Usage Number Source WBS Description Basic Date
M0112 37673.1.TA16 Comprehensive Arch. Survey (C_ARCHSVY) 7132017
Update Milestone x
Enter the actual completion date for this
milestone
07/27/2017

“ xceres

x

TIP: R-2721 | Sub-TIP: R-2721 | WBS: 37673.3.GV2

Actual Completion Date

TH32017

You will see a brief message Request Updated Successfully! and you will be returned to your

dashboard.
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6.3 View a Project and/or Request — For All Users

Depending upon your role, you will be able to view information on projects and requests. If you have a
role on the project/request, you will have the options documented above. If you do not have a role on
the project/request, you may still view the information that is in the system.

1. For project information, on the dashboard, highlight the project. The right panel shows the
project information. Its Overview tab has a clickable list of the requests and subtasks.

2. Forrequest information, highlight the request. The right panel shows the basic request
information. For some request types, there is too much information to display. In those cases,

choose the Request Action -> View/Update. This will allow a view of all the request information.

6.4 Add Project Notes

1. Toadd Notes to a project, highlight the project and select Update Project from the Project
Actions dropdown menu.

Project ~ TIP:A-0009 | Sub-TIP:A-0009B&C | WBS: 32572.1.1.3
US 74 FROM US 19B IN ANDREWS TO US 129 Description: US 74 FROM US 19B IN ANDREWS TO US 129

TIP:A-D009 | Sub-TIP:A-0009B&C | WBS: 32572.1.1.3

Project Actions w

(# Update Project

Comprehensive Survey & Site Evaluation € 4 New Request Milestones  Staff  Project Notes

TIP-A-D009 | Sub-TIP:A-0009B&C | WBS: 32572.1.1.3 4 New Subtask

ibject

3 User 4+ Note 4 Hide
Request Requested @ View Map
armitting Alice Barnes Please make sure that you do all the siep. x
Permit Review &log
ruswn N P S
TIP:A-0008 | Sub-TIP:A-0009B&C | WBS: 3257211 3 6/28/2017 Architecture Meetings Alice Bamnes We need you fo come to all the meetings. x
BT G EED 6/2872017 Biologieal Protected Alice Barnes There are lots of endangered animals affe x
Surveys Species
Data Recovery
TIP:A-0009 | Sub-TIP:A-0009B&C | WBS: 32572.1.1.3
2. Use the Add Note button to add your note.
Update Project
General Info | Milestones  Staff = Project Notes
Group Subject
HAdd note Show All Groups - Show All Subjects -
Date + Group + Subject + User + Note [ Hide
61282017 ECAP Permitting Alice Bames Please make sure that you do all the steps youneedto do forper... %
Gi28/2017 Historic Architecture WMeetings Alice Barnes ‘We need you to come fo all the meetings. ®
61282017 Biological Surveys Protected Species Alice Barmes There are lots of endangered animals affected by this project x
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A screen opens for you to assign this note to a group, pick a subject, and add your note.

Add New Note x
Group Subject
Biological Surveys - Protected Species - [] Hide From Reports

Note

This is a really important notel Please read it immediately. |

Created 07/26/2017 by Alice Bames

3. Click on the Add button to add your note. Your note is saved and you are returned to the Notes
tab of the project.

4. A message prompts you to remember to select the Update Project button to finish adding your
note to the project.

Update Project

@ Update Project (

x Cancel

General Info Milestones | Staff  Project Notes

; Group Subject

1 [HAdd note Show All Groups - Show All Subjects hd
Date + Group * Subject + User * Note % Hide %
62812017 ECAP Permitting Alice Barnes Please make sure that you do all the steps you need to do forper... %
61282017 Historic Architecture Meetings Alice Barnes We need you to come to all the meetings. x
6282017 Biological Surveys Protected Species Alice Barnes There are lots of endangered animals affected by this project. x
712612017 Biological Surveys Prolected Species Alice Bames This is a really important note! Please read it immediately. x
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6.5 Delete the Request (for the requestor)

1. To delete a request, use the Delete Request under Request Actions.

Project ~ TIP:A-0009 | Sub-TIP:A-0009B&C | WBS: 32572.1.1.3
US 74 FROM US 19B IN ANDREWS TO US 129 Permit Review
TIP:A-DD09 | Sub-TIP:A-0D09B&C | WBS: 32572.1.1.3

Comprehensive Survey & Site Evaluation (#View/Update

TIP:A-D009 | Sub-TIP-A-0009B&C | WBS: 32572.1.1.3 Blog details | Milestones | Internal Details

Request Requested H Assign

. . Q@ View Map
Permit Review

View Project Info
TIP:A-0009 | Sub-TIP:A-D009B&C | WBS: 32572.1.1.3 !

5 associated with it.

W Delete Request
Request Requesied

Data Recovery

Timea AnAn ) Eue TIN-A ANAADO A LN, ANCTN g 4 8

The system will prompt you:

IREWS TO US 129 Hermit Keview
32572 Delete Request -

Arey

valuat

BS: 52

IREW

2. You can confirm or cancel.

6.6 Other Changes to Request Status

Depending upon your role, you may also use the View/Update function to make other changes to the
request status. Please refer to Section 10.1.3, “Request Status Values” for details.

7 Subtasks

The subtask function for both Requests and Projects can be used for creating tasks for consultants who
perform their work outside of ETRACS. For each subtask, ETRACS allows Requestors, Supervisors, and
Specialists to create subtasks and to track the following information about the subtask:

e The firm name and contact

e Task name and description

e Required deliverable name

e Date NTP issued

e Due date, revised due date, actual completion date

e Contract number, date contract initiated, PO number, pay structure
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e Documents/paths
e Notes

7.1 Create Subtask

Select Create Subtask from the action menu (available on both the Project Actions and the Request
Action menus). The following screen will open, with only the Firm Name as a required field. You may
enter any information that you need for tracking purposes. Please note that the creation of a subtask is
not tracked in the log and does not send any notifications.

New Subtask %

TIP:B-5125 | Sub-TIP:B-5125 | WBS: 42271.1.1.4
Assigned by: aabarnestest
Date Created: 5/11/2017

Subtask
Firm name * Contact name Actual completion date N
Due date NTP issued Revised due date
Task name Contract number PO number
Pay structure Required deliverable name Contract Initiated
Select -

Task description

Documents @

document name v

7.2 View Subtasks from the Dashboard

Subtasks are visible on the Overview tab for Projects and Requests on the Dashboard. Highlight the
Project (or Request) and identify the Subtasks by Firm Name (hyperlink) and PO number.

Request In Progress

TP A-UUUY [ SUD-TTF-A-UUUY [ WES. 320723 N
Request Actions  w

[HA] Adverse Effects Determination & MOA Overview = Request Details Milestones Internal Details

TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572 4

Subtask - Request Subtasks

Acme | TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.4
Acme

Request LT PO Number: 5678

[A] Adverse Effects Determination & MOA
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You can view the subtask detail from the dashboard by selecting the hyperlink (shown above) or
highlighting the subtask itself on the dashboard.

User Tip: To view subtasks from the Dashboard (as shown below), you must check Subtasks on the
Search/Filter/Sort menu.

o Subtask Details
[HA] Adverse Effects Determination & MOA
TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572 4
Task Description:
Subtask - Request This is a very important task. Please complete it as quickly as possible.
Firm Name Contact Name
Acme | TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.4 )
Acme Jim-Bob
Request Requested Contract Number: PO Number:
1234 5678
[A] Adverse Effects Determination & MOA
NTP issued: Due date:
TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.4 10/6/2016 1118/2016
Request Reguested Revised due date: Actual completion date:
Task Name Pay structure
[HA] Adverse Effects Determination & MOA Do this task
TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.4 Required Deliverable Name Contract Initiated
Deliverable 2
Documents

7.3 Maintain Subtasks
To update the subtask, use the Subtask Actions menu.

US Forest Service

Subtask Actions w

TIP:A-0008 | Sub-TIP:A-0009 | WBS: 32572.4

Request [# Update Subtask

N mView Project Info
[HA] Adverse Effects Determination & MOA

WmView Request Info
TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.4 q

W Delete Subtask
Subtask - Request —

. Please complete it as quickly as possible.

Firm N Contact N
Acme | TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.4 {rm Hame ontact Name
Acme Jim-Bob
Request Requested Contract Number: PO Number:
1234 5678
[A] Adverse Effects Determination & MOA
NTP issued: Due date:
TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.4 10/6/2016 11/18&/2016
Request Requested Revised due date: Actual completion date:
Task Name Pay structure
[HA] Adverse Effects Determination & MOA Do this task
TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.4 Required Deliverable Name Contract Initiated
Deliverable 2
Documents
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7.4 Subtask Actions

If your role on the project/request allows, you can choose Update Subtask to enter edit mode. The
screen will open in edit mode with all the fields open for data entry. If your role cannot update the
subtask, you can view it. The same screen opens, but with all the fields locked against editing.

Indata Guhtack
Exit

Assigned by: GreGory, Cheryl
Date Created: 11/3/2016

Subtask

Firm name *

Acme

Due date

11182016

Task name:

Do this task

Pay structure

Select.

Task description

Documents @

document name

[2) Save Subtask % Cancel

Contact name

Jim-Bob

NTP issued
10/6/2016

Contract number

1234

Required deliverable name

Deliverable 2

This is a very important task. Please complete it as quickly as possible

TIP:A-0009 | Sub-TIP:A-0009 | WBS: 32572.4

Actual completion date )

Revised due date

PO number

5678

Contract Initiated
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8 Running Reports

To use the Reports, you must have MS-Excel or an equivalent application for spreadsheets. To use
ETRACS reports effectively, you should know how to filter, sort, freeze frames, etc.

1. Click on the Reports icon from the Dashboard.

#& Dashboard B New Request & About & Reports

Q Search / Filter / Sort

2. Select the report from the list.

# Dashboard B NewRequest & About & Reports # Setiings @ Help

Reports
Reporting on 914 Projects and 1677 Requests

‘General Reports For All Groups Project Management Report
Project Overview Report Permit Acquisition Durations
Report

Quarterly Numbers Report
Permit Application Deliverables

Request Status Report Tracking Report

Subtask Report Moratoria Report
Let List Permit Summary Report
Permit Status Report
Cultural Resources Biological Survey Report Group
[A] PA Annual Report Section 7 Resurvey Report
[HA] PA Annual Report Section 7 Surveys by Project

Report
USFS Surveys by Project Report

3. Select parameter(s) or filter(s) for your report if you like. This parameter screen keeps your last
search, so use the Clear All button to make a completely new set of filters. When you have
selected your parameters, click the Export Report button to export your report.

TETIMT SEUS RKEPUTT

Requested Date

From. To: Group(s):

mmiddlyyyy mmidaryyyy .
Due Date
From To Name(s)

mmiddryyyy mmidaryyyy .

Completed Date

From To: TIP#
mmiddryyyy mmidaryyyy

Let Date

From To:
mmiddryyyy mmidd/yyyy

[ completed Late [ overdue (not completed)

€ Backopors x lar
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9 Troubleshooting

9.1 Problem: | can’t get logged on.

1.

2.

Are you using your NCID and password? If you don’t know your password, or if you think it has
expired, check NCID and make the correction needed.

Have you contacted ETRACShelp@NCDOT.gov to get setup?

9.2 Problem: | see an error when | try to launch ETRACS

1.

If you see an error when you try to launch ETRACS, close your browser and launch a new
browser session.

If that does not resolve the problem, click on the ETRACS logo in the top left-hand corner.

. Check to be sure that ETRACS does not display your name in the top right-hand corner. Ifit

does, log out and log in again.

If you still can’t solve the problem, contact NCDOT Service Account - ETRACS Help
<ETRACShelp@ncdot.gov>.

9.3 Problem: ETRACS crashes while | am working

1.
2.

4.

Close your browser and launch a new browser session.

If you can’t get logged back on, check to be sure that ETRACS does not display your name in the
top right-hand corner. If it does, log out and log in again.

If you still can’t solve the problem, contact NCDOT Service Account - ETRACS Help
<ETRACShelp@ncdot.gov>.

Remember: do not use the browser-back button!

9.4 Problem: | cannot do one or more tasks that I’'m supposed to do

1.

Contact your ETRACS Administrator ETRACShelp@NCDOT.gov to check your role and the groups
you are assigned to. You must have the correct role(s) AND you must be a member of the group
whose request you are working on. You can (and will) have multiple roles, based upon the
work you do.

9.5 Problem: | can view but cannot edit the Internal Details

1.

Contact your ETRACS Administrator ETRACShelp@NCDOT.gov to be sure your role is setup
correctly. You should be a supervisor and/or specialist, AND you must be a member of the
group whose request you are working on.

. Check the Status of the request. Make sure it’s in the right status for working on Internal Details.

a. Ifitis REQUESTED, it is a new request that must be assigned by the supervisor.
b. Ifitis IN PROGRESS, the specialist can work on it.
c. Ifitis COMPLETED, the specialist should be able to edit.

Look at the Request Details to ensure that you are listed under ASSIGNED TO.
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9.6 Problem: the project information is not what | expected to find

1.

4.

Remember that ETRACS considers the PROJECT to be the level of information that exists in
STaRS with the unique combination of TIP, Sub-TIP, and WBS ... not just the TIP number. On
most screens you can check at the top of the right-hand panel and find the project.

If you have the wrong project, just cancel out (or use the Dashboard button) to start over.

If the project has more detail than you expected, it could be that other people have added
project detail.

If you can’t solve the problem, contact your System Administrator ETRACShelp@NCDOT.gov.

9.7 Problem: | cannot see the document when | click on the link

1.

3.

Check to be sure you are using Internet Explorer (IE) for your browser. Security features on
other browsers will prohibit viewing documents on Project Store.

Hover over the document link and look in the lower left-hand corner to see if there is a message.
For example, for the request in the screenshot, the requestor is external to DOT and added a
note that the Division must put the documents on Project Store

35 Etracs

# Dashboard B NewRequest & About # Settings © UserGuide @ Log Out

Q Search / Filter / Sort @ Close List

WBS Element: 44376.12 ~ TIP:
[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)
WBS Element: 17BP.6.R.79

Project

Bridge 259 Columbus

TIP:
WBS Element: 176P 6.R. 79

[A] Cult Res PA Scrning & Surv (CE, EA & Min Crit Proj)

~
Ul On Benaif of: Submitted to:
WBS Element: 178P 8.R.79 Brice Bell Michael A Turchy

Overview | | Request Details | | Milestones | | Internal Defails

Qlivia J Far
Request Matt T Wilkerson
Robert A Joyner
[HA] Cult Res Scrning Surv & Elig (CE, EA & Min Crit Proj) o
TIP: Original Due Date: Assigned to:
WBS Element: 17BP.6.R.79 /912017 Unassigned
T ate: Revised Due Date:
Hover Please allow a lead time of 6 Monihs
Stokes Sec Paved - Maint
Requester:
TP h ere Gregory S Punvis
WBS Element: 9.2¢ LOOk
A] CultDasnn here L... Min Crit Proj
1 i} Docutis.
TIP:
WBS Element: 9.2u [Avicinity Map

Notes

(file//dot/dfsroottl /Projtore/divisionZ20will?%a0forward b & Min Crit Proj)

Check to ensure the link has a valid path.
a. Hereisavalid path: \\dot\dfsroot01\ProjStore\Proj\TIPProjects-
U\U5743\Common\Maps\U-5743 area.pdf
b. Hereis a bad path:
file://dot/dfsroot01/ProjStore///dot/dfsroot01/projstore/divproj/division12/w5601g/e
nvironmental/proposed%20project%20study.pdf

User Tip: Note how a valid path begins vs. a bad path. Note that dot/dfsroot01/ProjStore repeats in the
bad path. Note that the forward slash is incorrect in the bad path.
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4. If you see a bad path and don’t see a note, the path was put into ETRACS incorrectly. If you have
permissions to update the request (Request Actions -> View/Update), you can fix it. If you can’t
fix it yourself, contract your supervisor or the DOT employee (Requestor or On Behalf Of) to ask
them to fix it.

5. If you can’t solve the problem, contact your System Administrator ETRACShelp@NCDOT.gov.

9.8 Problem: | can’t see anything on my dashboard or have an error that says
“data not found”
1. Pull down the blue Search / Filter / Sort menu.
2. Click the blue Clear All button.
3. Make sure that you have the correct checkboxes (start with just Projects and Requests).
4. Click Go.

9.9 Problem: | can’t find a project (or request) that | expect to see on my
dashboard
1. Pull down the blue Search / Filter / Sort menu.
2. Click the blue Clear All button.
3. Make sure that you have the correct checkboxes (start with just Projects and Requests).
4

If you are using the Search ... option, make sure that you have typed in the TIP or WBS number
precisely.
5. Click Go.

9.10 Problem: | can’t find the project sub-TIP
1. From the dashboard, highlight the project.
2. Select Project Actions -> Update Project.

All project details can be seen.

9.11 Problem: My project does not have a TIP or WBS

1. Use the “Other Project” type option. See Section 3.2, “Create Request — for “Other Project”
Types.”

9.12 Problem: | have several projects that share a WBS

1. Use the “Other Project” type option. See Section 3.2, “Create Request — for “Other Project”
Types.”
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10 Reference

10.1.1Request Lifecycle

Reference: Request Lifecycle

ETRACS is structured with PROJECTS... and REQUESTS that come under projects

'] Requested Accepted Completed

Supervisor role Specialist role
Requestor role )
5 5:':2 for work to decides who will reviews & Specialist Wﬂ:’“ Deliverables are
be done do the work accepts the R attached
. assignment
May assign to self
& skip to
Project / reguest |- w
lis; criatzd In-progress Milestones are
May be 1 person updated
or more than 1
(split)
Split requests
i 5Iclpqtn Reguest is closed

“In-progress”

i e e o i e e i e o o
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10.1.2Quick Guide to Functions

Where to find information

Logon, View Dashboard, Search Mavigation Tutorial & Users” Guide

Create requests Requestors’ Tutorial & Users’ Guide

Assign Request Supervisors’ Tutorial & Users’ Guide

Return requests In Tutorials & Users' Guide. NOTE: please do not
use for split requests

Delete request See Users’ Guide

Accept & complete requests Specialists” Tutorial & Users” Guide. NOTE: ETRACS

does not tell you how to do the requested work. It
is expected that specialists will know how to do
these functions.

NOTES for split requests (BSG & When more than one person can work on a
Public Involvement) request, ETRACS will show you all the people who
belong to the group(s).

Update requests & projects, Everyone associated with a project/request can
including milestones update.
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10.1.3Request Status Values

No.

Status

Status Description

1.

Requested

Requestor submits new request.
Can be deleted by Requestor and Admin.
Can be updated by Requestor and Supervisor.

In Draft

Requestor saves the request that is not yet submitted
Can be deleted by Requestor and Admin.
Can be updated by Requestor.

InQC

Consultant (External Requestor) submits the request to Internal Requestor (On Behalf Of)
Can be deleted by Requestor and Admin.
Can be updated by Requestor

Assigned

Supervisor assigns the request to Specialist or themselves.
Cannot be deleted except by Admin.
Can be updated by anyone

In Progress

Specialist begins work on the request.

Cannot be deleted except by Admin.

Can be updated by anyone

NOTE: for split requests, the request goes to In Progress status only after every
species/survey type is assigned.

Pending
Review

Requested document is pending a document review.
Cannot be deleted except by Admin.
Can be updated by anyone

Waiting on
HPO

Cannot be deleted except by Admin.
Can be updated by anyone

In field

Specialist indicates the field visit & provides the field visit dates.
Cannot be deleted except by Admin.
Can be updated anyone

Completed

Specialist completes the work for the request.
Cannot be deleted except by Admin.
Milestone Actual Completion Date, Internal Details, and Request Details can be updated
by Supervisor, Specialist, and Requestor.
Exception: For split request, only the Supervisor can mark the request complete.
Do not add new work to a Completed request.

10.

On Hold

Cannot be deleted except by Admin.
Can be updated by anyone

11.

ALL

Internal Details can be updated by anyone associated with the request

Version 3.0

-73-




	Document Version Control
	1 Introduction
	2 Before You Begin
	2.1 Understand User Roles
	2.2 On-Behalf-Of Users / External Requestors
	2.3 Logon to ETRACS
	2.4 View Dashboard: Search / Filter / Sort
	2.5 Basic Navigation Tips
	2.5.1 Screen Layout, Tabs & Action Menus
	2.5.1.1 Project Tabs
	2.5.1.2 Project Actions
	2.5.1.3 Request Tabs
	2.5.1.4 Request Actions

	2.5.2 Buttons

	2.6 Cautions about Browsers
	2.7 User Preferences

	3 Request Functions – For the Requestor
	3.1 Create Request – Step 1 Search and Retrieve Project Information (TIP or WBS project)
	3.2 Create Request – for “Other Project” Types
	3.2.1 Creating the project
	3.2.2 Completing Project Information
	3.2.3 “Other Projects” on the Dashboard
	3.2.3.1 Naming these projects
	3.2.3.2 Filter for these projects
	3.2.3.3 Search for these projects


	3.3 Check and Update Project Information on all the project tabs
	3.3.1 Project Information Tabs
	3.3.1.1 General Info Tab
	3.3.1.2 Milestones Tab
	3.3.1.3 Staff Tab

	3.3.2 View on Map
	3.3.2.1 Basic Project Information Complete


	3.4 Create Request – Step 2 Create Your List of Requests
	3.5 Create Request – Step 3 Create Request Details
	3.5.1 Request Details Tab
	3.5.2 Milestones Tab
	3.5.3 Documents Tab

	3.6 Create Request – Step 4 Submit the Request
	3.6.1 Generate Notifications


	4 Assign Request – For the Supervisor
	5 Review Request – For the Specialist
	5.1 Accept Request – For the Specialist

	6 Maintaining Projects and/or Requests
	6.1 Reassign the Request (for the supervisor)
	6.2 Update / Complete Request – For Specialists and Supervisors
	6.2.1 Adding Documents and Notes
	6.2.2 Updating Internal Details
	6.2.3 Completing a Request
	6.2.4 Updating Milestones

	6.3 View a Project and/or Request – For All Users
	6.4 Add Project Notes
	6.5 Delete the Request (for the requestor)
	6.6 Other Changes to Request Status

	7 Subtasks
	7.1 Create Subtask
	7.2 View Subtasks from the Dashboard
	7.3 Maintain Subtasks
	7.4 Subtask Actions

	8 Running Reports
	9 Troubleshooting
	9.1 Problem:  I can’t get logged on.
	9.2 Problem: I see an error when I try to launch ETRACS
	9.3 Problem: ETRACS crashes while I am working
	9.4 Problem: I cannot do one or more tasks that I’m supposed to do
	9.5 Problem: I can view but cannot edit the Internal Details
	9.6 Problem: the project information is not what I expected to find
	9.7 Problem: I cannot see the document when I click on the link
	9.8 Problem: I can’t see anything on my dashboard or have an error that says “data not found”
	9.9 Problem:  I can’t find a project (or request) that I expect to see on my dashboard
	9.10 Problem:  I can’t find the project sub-TIP
	9.11 Problem:  My project does not have a TIP or WBS
	9.12 Problem:  I have several projects that share a WBS

	10 Reference
	10.1.1 Request Lifecycle
	10.1.2 Quick Guide to Functions
	10.1.3 Request Status Values


